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FULL-TIME FUNERAL & CEMETERY SERVICE - OFFICE ASSISTANT
Basic Objective: Coordinate Funerals and Cemetery Services with general office support

Full-time Hourly: This is a full-time hourly paid position that coordinates funeral planning,
daily cemetery operations, including the scheduling of burials in our two cemeteries,
coordinating with funeral directors and clergy, maintaining accurate records, data entry,
and providing compassionate service to families in their time of need. The candidate will
also communicate details to the cemetery grounds manager, and coordinate monument &
memorial marker installations. Other responsibilities include general office support:
answering office phones, greeting visitors, bookkeeping support, and maintaining the
ministry schedule.

PRINCIPAL DUTIES AND RESPONSIBILITIES

e Manage all aspects of St. Mary Cemetery and St. Charles Cemetery. This position
provides clerical needs of the cemeteries and the parish office.

¢ Assure that burials are completed properly in accordance with the teachings and
practices of the Catholic Church and the Diocesan guidelines.

* Meet with families and assist them personally or refer them to the appropriate staff
member when applicable.

¢ Assist walk-in and at-need families with locating existing grave lots and/or creating new
lot license agreements for grave lots; completing the proper contractual lot license
agreements as prescribed by the Diocese of Manchester, NH.

¢ Creating invoices, collecting and recording payments, and providing receipts.

e Communicate with families, funeral directors, and clergy with sensitivity, tact, and
discretion.

¢ Coordinate funerals with funeral directors, clergy, and cemetery personnel.

* Follow written policies, rules, procedures, and guidelines for maintaining cemetery
records, files, and supporting documentation.



* Process lot license agreements, Certificates of Burial Rights, lot files, and statistics.

¢ Data entry of cemetery records and recordkeeping in Parish Registers and Cemetery
Software (when available).

e Complete interment records as required.

¢ Coordinate with monument companies, invoice and collect payments for monument
installations at each of the cemeteries.

eCoordinate monument and marker installations with cemetery grounds manager.

¢ Work with the cemetery grounds manager in the custodial and maintenance functions of
the grounds and its upkeep.

¢ Any clerical needs such as answering parish office phone, completing and maintaining
cemetery database, record keeping, bookkeeping, filing, etc.

KNOWLEDGE, SKILLS, AND ABILITIES

Must have strong computer skills and proficiency in Microsoft Office Suite, i.e. Word, Excel.
Must be a self-starter, detail oriented, able to work independently, and be compassionate.
Employee is expected to work onsite full-time, 31.5 hours, Monday through Friday, with
minimal travel.

Key Responsibilities

e Greetfamilies, guide them through burial arrangements (interments, cremations),
and explain plot options with compassion.

e Schedule burial services, communicate details to grounds crew, funeral homes, the
pastor, and manage monument/memorial marker installations.

e Maintain accurate records of burial, lot licenses, and lot mapping; manage
database entries, reports, billing and collecting payments.

e Ensure compliance with Catholic Church and Diocesan regulations, state cemetery
laws, and internal policies.

e Assist families with pre-need or at-need leasing of grave lots.

e Otherresponsibilities include general office support: answering office phone,
greeting visitors, bookkeeping support, and maintaining the ministry schedule.

The above statements describe the general nature and level of work of the position. They
are not an exhaustive list of all responsibilities, duties, and skills.



